Secure Printing to the Xerox Machines
AND
Removing the Cover Sheet Before Printing

Title and save your document. Click “File”, then “Print” (or @& P).
If your print window looks like this, expand the view by clicking on the arr&
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A window opens asking for a passcode. Use any number (minimum four-digits)
such as your mailbox number or your classroom number with a zero; use a number
you will easily remember. You will use this number to release your print job at the

Xerox machine. —— R —

Passcode:

Confirm Passcode:
(4-10 Digits)

Hint: After submitting the job, go to the printer Control
Panel, select the job from the list, press 'Release’ and enter
this Secure Print Passcode to retrieve your job. (Contact
System Administrator for minimum Passcode length.)
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BEFORE pressing the print button, find “Paper/Output” and drop down to
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Walk to the Office Xerox machine. Choose the “Job Status” button.
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A new window appears. You will find your job under “Job Name”. Touch it to
select your job. In the next window, select “Release”.

Roady - Select Features to scan your job.

Toner Cartridge is nearly empty. Ensure you have a replacement Cartrid .
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Next, you will be prompted for your passcode. Type in the four-digit number you
used above, and select “Enter”. Your job will automatically print.

Ready - Select Features to scan your job.

Before you walk away, clear the Secure Print window by pressing the “Features”
button on the Xerox machine.



